OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
_RECORDS MANAGEMENT DIVISION

,[ INSTRUCT IONS: See Publscatlon No. 76—AM-1 for lnstructlons on completmg thns form Forward signad originat to" ]

Department of Archives and History, Records Management Division, 330 Capito! Avenue, Atlanta Georgia, 30334,
Attentlon Schedulmg Section.

APPLICATION FOR RECORDS RETENTION SCHEDULE
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[ romageNcYuse (1. Agency Addrass o | FORRECORDS MANAGEMENT US|
Application Date . Office of the Comptrol 161‘ Genera 1 Apphcatlon Numiber N
| " Insurance Department 83 Gq
Fplieet_ie;tiumbarw Agents Licens }ng Division - Date Recsived . Date Completeq
132 State Capitol

| Atlanta, Georgim 30334 _ _ | FEB 117885 | MARD 983 |

2. Parsonto Contact Working T‘tle Telephone Number |
Angela R. Watkins Pr1nc1pa1 Clerk 656-2100

R BT YT e g g =t ST v e e T o e el o

[3.” Action Requested é - . - T
a. XX Estapnsn Retention Schedule: record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| c._[3 Amend d Application No. .. ... __.._.. .. Check One: 0O Change; VSupercede. a Veoid

4. Dates of Series 5 Records Series Title (followed by title used in offrce it different)
| Earliest _ Latest

7-1-81 LPresent Insurance Agents & Insurance Companles Refunds

e — - — -

6. Division '"d Office Funcﬁon : What is the functlan of the Division and the Office in whuch this record series is created?

The Agents Lic¢ense Division is responsible for processing applicatlon
and issuing new agents' licenses and renewing permanent licenses; ]
examining agents, conducting pre-hearing conferences; and for
preparing certificates for agents being licensed as non-residents
in other states and accounting for all Agents Licensing and
Certificates of Authority fees.
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7. Record Series Domlptlon This file contains the followmg documents (mclude form numbers and m!es if any)
Attach samples of the file. '

Documents relating to: Refunds to Insurance agents or companies for first time
' applications and renewal:appli¢ations; refunds to Insurance
Companies for agents they are appointing for the first time
included are: with their company.

Returned G. I. D. 101's, GiI.D..122's, G.I.D, 103's,G.I.D.
104's, AL-2's, Office of the Comptroller General Sendback
letter's, Dated Correspondence,

IR
- Hhma"mmmj In Alphabetical Order per Fiscal Year.

. * -

{8 Monthly Reference Rate "How often are records ‘t"?"efe}'rea_td_‘)vh‘ieﬁﬁua"r“ev:_7 T T R —
One to six monthsoid __6 ______; Seven to twelve monthsold .6 . ; Thirteen to twenty-four monthsold 3 __ ____;
twenty-five months and older___ 1 _? : . '

9. Annuaj Rate of Accumulation of Rerards T T T T oo e e o
Letter-size drawers ——. .._; Legal-sizedrawers . ... ;Shelves__.._.___;Other (spec:fy) 2 Cub ic Feet.

.
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- a. ls this the official copy of the series? | . . ' R
L X1 | __Mootwhereisit? . . S S
X b, Does the series contain cor‘ﬁc‘lential information requiring security handling? If yes, cite law or regulation.
{ | X | e Isthisayvital record? i L o ,M_%VW:
X d ‘Does this series have historical or loquterm research value? B S S
. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
)& — _documanﬂ be scheduled separatelv?_ ) e e !
L% | _f._Isthe information cqntained in this series ever nubltshed? Jf ves. attach copy, . S
X g. Is the information contained in this series aver anaty2ed and/or recorded in @ summarized report? '
If ves.attechecoov. .. . e s e ]
h. Is there a duplication of this series in your ofﬂoe or in another office or agency?
_ i . Mfves.where? .. . ... — . e e e
1. _1x this series (ar @ major nortion of it} reqularlv microfilmed? . . . S S S
___,,__I ,’f, 1 _i._Does the record series resutt in a comouter printout? . . . . e I
11. Retention Requirements ,The following requires the series to be kept
a. State Law —_— e YOEIS, d. Audit period R 1 e YRarS.
b. Statute of limitation —— e ., @ATS, e. Administrative need —_— ,_.!T‘L__,__ years.
¢. Federal law e yaars. f. Federal retention instructions . . .. .. _.years.

Attach copy or excerpt of laws or rel_gul'atio’ns.: Explain administrative need,
. Repg(em V‘eobuf.\ vemends n edent >f couvvt s

3

12. Aooroved Dispositioﬁ Instructions Th:s agency recommends that th'e file series be cut orf at the end of each
v - " O Calendar Year; XX anl Year; EI Other — e e then,

XX Hold in the current files area
O Transfer to local holding area, hold __________year(s); then
XX Transfer to State Records Center; hold .3 . __ __year(s); then
XX Destroy. ‘

O Transfer to State Archives for permanent retention, ;

O Other (Specify) _ o

O

These instructions apply to all prior and future accumulations of the series.

o et g = e -y _______,,

ency Head/Designee {S:gnature) | Date l Reoords Manf

A lgf‘f' |

 State Records Committes (Signature) Date

Recommendations in para-

graph 12 are approved. State Auditor/Designee
{If disspproved, attach letter A,

of explatiation.) 3§Secretary of State/Designes l w W - Z{zqdl‘ ¢

7 B Attornev General/Desngnee
AR=80-71; Rev. e T - (Hnwru sw-)

(VEs | No | 10. Questionnaire _{Place an X" nthepropercolumn) . T

S e e e ]

____month(s) L __ ,ear(,; then OY until State Audit is Complet
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